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I. Navigating in the Reports Module 

A. Accessing the Reports Module 

 
You can access the Reports Module in DRGR from any computer that can run a browser. 

 
1) In DRGR application, click on “Reports” link.  This will open a separate web browser 

for MicroStrategy Reporting. It displays DRGR project as well as any other projects you 
have permissions to access. 

 

 
 

2) When the new browser opens, select the Disaster Recovery Grant Reporting System – 
FY2008 – 001A folder.  
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B. Navigating Across Folders 

You can select Shared Reports or My Reports to find a report.  
 

 
1) Shared Reports: It contains the folders and reports that are available for other users. 
 
2) My Reports: My Reports are specific to your account. Users can save their personal 

reports in My Reports. 
 

3) There are three main folders under Shared Reports. 
 

a) Public Reports: This folder will contain any shared reports for all users. It is 
currently empty.  

b) Standard Reports: This folder contains user role specific folder(s) and reports. 
i.e. A Grantee user will see the Grantee user specific folder and its reports. 

 

 
 
4) Folders and reports list can be displayed in the list view or the large icon view.  

 
 

C. Accessing MS Excel or PDF Versions of Reports 

 
When you find a report you would like to access in MS Excel to work with or as a PDF to share or 
publish, double-click the icons on the right side of the rows showing the report name. 
 

 
1) MS Excel Reports: If you select a MS Excel version of the report, the system will prompt 

you to choose a MS Excel export version.  If you save it as „Excel with formatting‟ it will 
look and feel like the report displayed with merged cells.   However, you will not be able 



DRGR Reports Module Draft User Guide– 06/26/09 

 3 

to sort this file once it is in Excel.  If you save it as a plain text, it will repeat values in the 
merged cells so it can be sorted but you will lose all formatting.  For both types of MS 
Excel reports, you will have set print areas and page layout settings. 
 

 

 
 
 

 

 

 
 
Note: Depending on your Internet browser configuration during the exporting process you may 
get a message asking whether to Save or Open the exported Excel report.  
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2) PDF: If you select a PDF version of the report, the system will let quickly set the page 
layout settings but you will not be able to modify the look and feel of the report further or 
re-sort the order of the information included in the report.  You can force pages to be 
single width instead of printing across pages and you can select the landscape setting 
instead of portrait. 
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II. Modifying Reports 
 
You can modify reports in Microstrategy before you export them to MS Excel or PDF.  
MicroStrategy also allows you to save these modifications in your own folder for future use. When 
you find a report, double-click the title of the report to execute.  
 

 
 

A. Changing Column Order 

 
Any data including text or dates (called „Attributes‟) will display on the left while any data that is 
numeric (called „Metrics‟) will display on the right. When the report displays, the data in the left 
columns will show as merged cells any time data in the columns in each adjacent row repeats.  
Basically, this means that data columns on the left side will group the data to the right.   
 

 
 
Users can change the sort using a couple of methods.  The first would be to put the mouse cursor 
in the column header (showing in grey here) and using the left mouse button to drag the column 
to the left or right.  The other method is to put the cursor over this same area, but use the right 
button.  This will display a drop down that includes the „Move‟ option.  Users can select left or 
right, but attribute data cannot be moved to the right of metric data and vice versa. 

B. Changing the Row Sort Order 
 
Users can also sort using two different methods.  If you only want to change the order of one 
column, you can use the right mouse button to access the menu that will allow you to select 
whether the report shown displays in ascending or descending order for that column.  
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If you would like to specify the sort order based on more columns, there are other options using 
the DATA-SORT menu displayed below the report title or the A to Z sort icon below that. Users 
have to pick each column name (up to three) and specify the order for each one selected.  When 
the options show (ID) or (DESC), choose (DESC).  DESC is the order that is based on the text 
displayed.  ID is an internal numeric index assigned by DRGR that will not be useful for sorting. 
 
 

 
 

Undo / Redo: For any change made in report result, you can undo or redo.  
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C. Grouping and Ungrouping Data at the Report Level 
 
If the report shows information in the PAGE BY section at the top of the report, this will only allow 
data to show for the record selected.  This allows users to create and export reports that show for 
a smaller set of records than all the records that are in DRGR.  Users can add any attribute 
column headings displayed to this PAGE BY area and even move these groups to the left or the 
right of each other.   
 

 
 
This can be done in a few ways also.  The first involves placing the cursor over the column 
header to move and using the left mouse button to drag and drop the column to the report.  The 
second involves using the right mouse button to access the MOVE menu and select TO PAGE 
BY AXIS. 
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. 
In order to change the data displayed from any of these, users just put their cursors over the 
down arrow to change the selection.  
 

 
 

 
The Page-By can also be turned on View menu. 
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D. Grouping Numeric Data in Columns 

 
Attribute data in rows can also be used to create columns of metric data for reports.  This is more 
useful for data that only includes a few categories rather than lots of categories.  The example 
shown here is the NSP national objective.  This way, the budget data (listed as activity.hud fund 
here) will only show in the category it fits.   If the Microstrategy report or MS Excel export file 
includes column totals, this is an easy way to highlight information across categories. 
 

 
 
Like other MOVE options, users can use the right mouse button to select MOVE and then TO 
COLUMNS or the left mouse button to try to drag the column header over the metric columns. 
 

 
 



DRGR Reports Module Draft User Guide– 06/26/09 

 10 

 
 

 

E. Accessing Other Report Format Options 
 

1) Autostyles: Autostyles allow users to select a specific report formatting as shown below.  

 
 
 
Users can choose the Outline function to collapse/expand data level display. 
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Users can also display data as graphs using the VIEW-GRAPH menu selection or use the graph 
icon to display the information as graphs instead of tables.  They can also combine tables with 
graphs.   
 

 
 
Once the graph is displayed, another row of graph options will display.  Users should consider 
that the graphs will be easier to read and understand if there are a relatively small number of 
columns and rows displayed in a table.  As the number of columns and rows increase, the graphs 
will become much more complex and there is less chance that there will be room for all the labels 
to be displayed. 
 



DRGR Reports Module Draft User Guide– 06/26/09 

 12 
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III. Saving and Accessing Reports 
 
 

A. Saving Modified Versions of Reports 

 
Any changes in the report format can be saved and accessed in the future using the My Reports 
folder.  
 

1) In the report result page, click on „Save‟ button 
 

 
 
2) Save the report in My Reports 
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3) Click on „My Reports” link to navigate to the saved report. 

 

 
 

 

B. Exporting Modified Reports 

 
Unmodified reports can be exported to Excel and PDF from the main report list.  Modified reports 
can also be exported to Excel or PDF from the toolbar in a report you are editing. An Excel or 
PDF file will be exported through the Web browser, and you can choose to open or save it. 
 

1) Direct Export without Report execution: A report can be exported without running.  

 
 
2) Export from report result. 

 



DRGR Reports Module Draft User Guide– 06/26/09 

 15 

 

C. Accessing Archived Reports in the History List 
 
You can add the report result to History List, which is the user‟s inbox to keep the report result for 
future reference.  
 

 
 
 

You can go to History List link and open the saved report result. In History List, you can retrieve 
the saved report result or export it to Excel or PDF.. 
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IV. Working with Public Reports 
 
As outlined above, DRGR STANDARD REPORTS function much as data tables that can be 
grouped and sorted exported into spreadsheets for additional analysis.  Starting in DRGR 
Release 7.0, two types of PUBLIC REPORTS have been added to the SHARED REPORTS 
folder. 
 

 
 
As shown below, the Financial Update Dashboards provide tables detailing the amount of funds 
by grant, project, or activity category that have been disbursed in DRGR.  The bar charts below 
the tables illustrate these disbursements and the amount of funds remaining by each of these 
groupings.  In effect, the bar charts help user see the relative amount of funding across these 
groupings and how much progress has been made be each individual group. 
 
While this report provides a snapshot of progress, the Quarterly Expenditure Analysis reports 
break these disbursements down across quarters using data from the Quarterly Progress Reports 
(QPRs).  This allows users to examine spending trends by grants, projects, or activity categories 
across the life of the grants. 
 

  

Each of these reports include another set of folders that allow DRGR users to select the 
APPROPRATION they would like to select.  After the user selects an appropriation, they can 
further customize these charts and graphs through a series of tabs and checkboxes.  The tabs 
available are: 
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Financial Update Quarterly Expenditure Analysis 

Tab: Comparison across: Tab: Comparison across: 

Fin. Update Summary Regions Summary Regions 

Region Detail States within Region Category Detail by 
Grantee 

Based on selection of 
all or individual activity 
categories 

Grant & Project Detail Projects within Grant Grant & Project 
Detail 

Based on selection of 
all or individual activity 
categories 

Grant & Activity 
Category 

Activity Category 
within Grant 

Grant & Activity 
Category 

Comparison of grant 
spending within 
category across grants 

 

A. Financial Updates 
 
As indicated above, the FINANCIAL UPDATE SUMMARY tab shows spending and balances 
across regions.  This tab cannot be modified further by other levels of tabs or checkboxes. 
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The REGION DETAIL tab allows users to select an individual tab.  The table and chart will then 
display the spending and balances for each state in the region. 
 

 
 

The GRANT AND PROJECT DETAIL provides two levels of tabs.  The user would first select the 
region and then select the individual grant.  Once these selections are made, the user will see the 
spending and balances within each PROJECT grouping that a grantee has indentified for the 
grant. 
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In the last of the four main tabs, there is also a set of checkboxes that allows users to customize 
the projects displayed.  The default selection should be for all categories except TOTAL.  Users 
can modify these as needed to show one or more projects that may be of particular interest to an 
audience.  This is especially helpful if one or more spending categories are much greater than 
others, making the remaining categories difficult to see on the chart. 
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B. Quarterly Expenditure Analyses 

 
As indicated above, the SUMMARY tab shows spending trends across regions.  Again, there are 
no tabs or checkboxes to modified this report further. 

 

 
 
The CATEGORY DETAIL BY GRANTEE tab includes a tab for region and grantee.  It also 
includes checkboxes to select one or more DRGR activity categories. 
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The tab CATEGORY DETAIL BY GRANT allows users to navigate down to the grant level with 
similar checkboxes by activity category. 

 

 
 

The final tab lets users compare the spending rates of one or more individual activity categories 
across grants within a region.  Users would first select a region and then the activity category 
above the chart display. 
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C. Exporting Public Reports 

 
 

Each report can be exported as PDFs with its chart or graph in a similar way to the STANDARD 
reports using the FILE menu or PDF icon.  Any graph report in MSTR can also be saved just as a 
jpg by right-clicking and selecting “Save Picture As” (see screenshot below) 
 
NOTE: This only works for regular reports. Dashboards are powered by Adobe Flash and can be 
exported to PDF or Excel in their entirety.  
 
(note: I am researching a creative way we can “decouple” them so you can save individual graphs 
out of the dashboards as well) 
 

 

  
 

 


